
 Evaluation of Training and Experience

 Performance Test

 Interview 

Probationary Period

Dutchess County’s Civil Service Examinations are usually 
administered on Saturdays, and typically held at 
Dutchess Community College or in local school districts. 
Continuous recruitment exams and certain decentralized 
exams are held on weekdays at the Department of 
Human Resources. Please refer to the exam 
announcement. 

After the Written Examination 

Some examination questions are open to pre-rating 
review on the Saturday after the test is held.  Opportunity 
to take part in the pre-rating review must be requested at 
the test site when you finish your examination.  You may 
be able to see certain questions and answers, but not 
your answer sheet.  This is the forum in which to 
challenge what you may consider to be inappropriate 
questions and/or answers.  

Approximately 3 to 6 months from the date you sit for the 
written examination (depending on the type of 
examination, number of applicants, etc.), you will be sent 
written notification of your score, and standing on the 
eligible list. 

After you receive your score, depending on your 
standing, you may request a computational review in 
which you will be able to review a copy of your answer 
sheet and the final answer key, but not the test questions. 

Certification and Canvassing 

When a vacancy occurs, an appointing authority requests 
a Certification of Eligibles drawn from the names on the 
eligible list.  A canvass is then undertaken to determine 
the names of the three highest scoring candidates who 
are willing to accept the position. 

If you are one of the top ranking eligibles, and not 
appointed to a position, you will either maintain your 
place or move up on the eligible list as vacancies are 
filled.  Your name will be certified as positions become 
available, in accordance with Civil Service Law. 

If there are fewer than 3 candidates willing to accept the 
employment offer, the appointing authority may use the 
list.  However, he or she is not required to do so, and a 
provisional appointment may be made instead.  If this is 
the case, then a new examination must be ordered. 

A new exam may also be held at any time during the life 
of an eligible list.  It is the responsibility of the candidate 
on the existing eligible list to stay abreast of the exam 
schedule and to participate in any newly scheduled 
examination.  Typically, establishment of a new list 
results in the expiration of the old one. 

Probationary Period 

The probationary period is the time when new employees 
must prove themselves capable of doing the job for which 
they were hired.  A probationary term of not less than 
eight (8) nor more than twenty-six (26) weeks, as 
extended by absences, commences upon a permanent 
appointment to most titles from an open-competitive 
eligible list.  (Probationary term for Police Officers and 
Deputy Sheriffs shall be for not less than eight [8] nor 
more than fifty-two [52] weeks.)  Successful completion of 
the probationary period is the final step in the selection 
process. 
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